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Getting Started:   
1. Lucity internal web address (You MUST use Chrome to access)   

http://tcappserver1/LUCITYWEB/public/login.aspx 
Create a shortcut on your computer desktop or add to your favorites.  
 

2. Enter your username/password and login. (if you have forgotten either/both of these contact 
Chrissy Black @ 922-4900 ext 131)  
 

Once Logged in:  
Yoǳ ǿƛƭƭ ǎŜŜ ǘƘŜ /Lt άŘŀǎƘōƻŀǊŘέ.  
 

 
 
 

1) Click the άbŜǿ /Lt tǊƻƧŜŎǘέ hyperlink.  
 

 
 
 
 
 
 
 

http://tcappserver1/LUCITYWEB/public/login.aspx
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2) /ƭƛŎƪ άhYέ ƛƴ ǘƘŜ ƳŜǎǎŀƎŜ ōƻȄ ǘƘŀǘ ǿƛƭƭ ǇƻǇ ǳǇΦ 
 

 
 

3) /ƭƛŎƪ άhYέ ƛƴ ǘƘŜ ƴŜȄǘ ƳŜǎǎŀƎŜ ōƻȄ ǘƘŀǘ ǿƛƭƭ ǇƻǇ ǳǇΦ 
 

 
 

4) Click on the link to the current year projects (ex. 2022/23 ς CIP). 
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5) Your new project will be the 1st one in the grid with no information in it. 
 

 
 

6) Click on the folder icon  to open the CIP STEP 1 ς Project Entry form.  
  

 
 

7) Enter your project information.  *Everything in Orange is REQUIRED to save the project, but fill in all 
fields if possible.  Please note that if your project is not fully funded, it should be explained in the 
άtǊƻƧŜŎǘ 5ŜǎŎǊƛǇǘƛƻƴέ ŦƛŜƭŘ ŀǎ ǘƘŜ ƭŀǎǘ ǊŜƳŀǊƪ ǎƻ ƛǘ Ŏŀƴ Ŝŀǎƛƭȅ ōŜ ŦƻǳƴŘΦ  
 

 
 

8) Once you have completed this form click  ά{ŀǾŜ ŀƴŘ /ƭƻǎŜέΦ   
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9) Click on the + next to the project that you just created. 

 

 
 

10) This will open the tab for CIP Expenditures.   
 

 
 

11) Click on the  to open the Expenditures Form and fill out.  Everything in Orange is REQUIRED to 
save the form but fill in what is applicable. Please fill out a separate Expenditure Form for 
Construction Cost, Annual Maintenance Cost, Engineering/Design, Land Acquisition/ROW, and/or 
Study. 
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12) Once you have completed this form click  ά{ŀǾŜ ŀƴŘ /ƭƻǎŜέΦ   
 

13) Once you have entered all project Expenses, click the CIP Revenues Tab. 
 

 
 

5) This will open the tab for CIP Revenues.  Click on the  to open the Revenues Form and fill 
out.  Everything is required on this form.  Repeat this step for each type of Revenue 
amount/type. 

 

 
 

6) Once you have completed this form click  ά{ŀǾŜ ŀƴŘ /ƭƻǎŜ 
 

7) This completes adding a new CIP Project. 


